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APPENDI X E

SAMPLE CI VI LI AN PERSONNEL MOBI LI ZATI ON PLAN !

1. Purpose. This plan describes the preparations that have been made to
ensure that efficient civilian personnel support is provided to

(name of installation, hereafter called the installation) in the event of war
or other national energency as declared by Congress or by the President.

2.  Applicability. This plan applies to all organizations that receive services
fromthe installation civilian personnel office, including tenant activities
of other major comands.

3. Objective. The objective of this plan is to ensure that actions taken in
response to nobilization or wartime situations are appropriate, and are carried
out rapidly and efficiently.

4. Organi zation of the plan. The plan consists of two parts. (They shoul d
be kept in a |oosel eaf binder.)

a. Part | contains information regarding nobilization planning references,
definitions of words and terns, general policies, responsibilities, the
installation’s nobilization m ssion, and energency regul ations. It also
i dentifies prenobilization planning actions and post-nobilization actions that
must be taken to nmeet the installation s needs.

b. Part |l describes the specific planning actions that have been taken
to neet the installation’s civilian nobilization planning needs as outlined
in Part 1. Such actions are recorded at tabs that are keyed to the organization

and nunbering of Part 1. (These tabs are indicated herein for illustrative
pur poses).

5. Ref er ences

a. FPM Suppl enment 990-3 (National Emergency Standby Regul ations (Personnel
and Manpower)). This supplenent lists and describes current standby regul ations
and authorities. These regulations and authorities will go into effect auto-
matically with an attack on the United States. OPM nmay authorize inplenmentation
of some, or all, of these standby regulations in other energencies.

b. FPM Suppl enment 910-1 (National Energency Readi ness of Federal Personnel
Managenent) . Thi s suppl enment describes OPM's plan for executing the standby
regul ations in FPM Suppl enent 990-3 in a general war, and provides guidance to
agencies in developing nobilization plans.

! Based on Appendi x D, AR 690-11, “Civilian Personnel Mobilization Planning
and Managenent”



c. FPM Chapter 910 (Mobilization Readiness). This chapter provides
general gui dance on agency nobilization planning to include specific pre-
enmer gence actions for consideration in devel oping nobilization plans.

d. Service Regulation (Gvilian Personnel Mbilization Planning and
Managenent). This regulation sets forth Departnental guidance to all |evels
of conmmand on nobilization planning and execution. Appendix to this plan
| i sts prepositioned energency authorities that can be put into effect at the
installation [evel without further authorization from hi gher headquarters when
situation warrants.

e. (List major command or |ocal nobilization planning guidance that has
been published, and provide a brief summary of its contents.)

6. Definitions . Citation of Appendix (d ossary) containing specific defini-
tions.

7.  Policies. (As applicabl e)

a. The top priority of the civilian personnel office (CPO) during nobiliza-
tion shall be to fill civilian vacancies on the wartinme authorization docunent,
i ncl udi ng vacancies created by the call-up of mlitary reservists, retirees,
and draft eligibles.

b. Personnel actions before attack or declaration of a national energency
shal | be taken under peacetine regul ations.

c. Plans will be conpleted to the point where only updating is required
and wll be maintained in a "ready-for-execution'" stat us.

d. (Under sone circunstances during surges in nobilization recruitnent,
it may be in the best interest of the installation to authorize the CPO or
designated recruiting team | eaders to make on-the-spot sel ections for appoint-
ment . I n this subparagraph specify the circunstances, and the positions and
grades for which this authority will be granted.)

8. Mobilization mssion of the installation. See basic plan.

9. Responsibilities

a. | nstal |l ati on commander shall:

(1) Ensure that civilian nobilization planning is adequate to
support the wartinme mssion of the installation.

(2) Establish priorities to ensure that nanagers and the CPO
have the resources needed to carry out their nobilization responsibilities.
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(3) Ensure that functions that will be elimnated or drastically
curtailed during an energency are identified.

(4) Coordinate with commanders of serviced activities of other major
commands and their higher headquarters as necessary to ensure conpliance with
i nstal l ati on planning gui dance and requirenents.

b. Activity managers shall:

(1) Ensure that all civilian nmobilization planning actions pertaining
to managers and supervisors are conpleted. The essential actions are as
fol | ows:

(a) Prepare a wartinme authorization docunment in coordination
wth staff and CPO officials. (See tab 2.)

(b) Ensure that enployees assigned to designated key positions
are reassigned from deploying reserve units or are assigned to nonessenti al
positions to ensure that there is no conflict between their obligations as a
reservist and post-nmob civilian job requirenents.

(c) Determne, in coordination with other managers and the CPO

staff, the nethod for filling wartine positions and other vacancies that are
| i kely to devel op because of nobilization.

(d) Ensure that enployees are aware of any changes that would
occur in their duties, responsibilities, and working conditions in a national
enmergency (for exanple, cadre nenbers, 60 hour workweek, and details).

(e) ldentify training needs.

(2) Conduct annual review and update of wartine nmanni ng docunents,
standby SF 52s (Request for Personnel Action), and job descriptions.

C. Cvilian Personnel Oficer shall:

(1) ldentify in coordination with nmanagenent officials the premobiliza-
tion civilian planning tasks that should be done. Aso, identify key nobiliza-
tion actions to be taken.

(2) Conduct an annual review and evaluation of civilian nobilization
pl anning. Ensure that necessary action is taken to correct deficiencies. In

a period of increased international tension, conduct a special review and update.

(3) Provide |eadership and direction in the devel opnent and execution
of the civilian personnel nobilization plan. As necessary, coordi nate planning
actions with other staff elenents, higher headquarters, Federal, and State
agencies with nobilization functions.



(4) Keep the commander and top nmanagers infornmed of the status of
civilian mobilization planning throughout the installation. Tell them what
assi stance is needed fromthemto ensure effective planning.

(5) Plan for necessary realignnent of CPO functions, and for reassign-
ment and detail of enployees, as required, to the recruiting and processing
functions.

(6) Establish a civilian nmobilization planning teamin the CPO The
teamw || consist of a teamchief, and a personnel specialist from each
functional element of the CPO  The teamchief will serve as the civilian
mobi | i zati on planni ng coordi nat or. (See tab 5.)

(7) Ensure that civilian nobilization planning tasks are outlined in
the civilian personnel part of the installation nobilization plan, and in other
requi red program docunents.

(8) Issue to concerned enployees information about their entitlenent
t o advance paynents and evacuati on paynents. (See tab 6.)

(9) (If applicable). This installation is responsible for re-activating
(opening) the standby facilities known as (Cite nane and |ocation of facility),
hereafter called the satellite, upon nobilization. Prepare to establish a
civilian personnel office at the satellite. (This itemrefers only to installa-
tions that nust activate a standby or new facility, a requirement that occurs
primarily in the Arny.)

(10) Help managers identify and screen key enpl oyees.

10. Activation of the satellite (to be included only if applicable - see 9c(9)
above)

a. The civilian personnel officer shall establish a standby CPO for the
satellite. The organization and position structure of the CPOw Il be deter-
m ned, and cadre personnel (both clerical and technical) will be designated
for assignment to each position. The satellite CPO cadre will be conposed of
installation CPO enpl oyees. These enployees will serve on a detail (TDY) basis
until positions can be filled permanently. Cadre positions that cannot be
filled frominstallation or local civilian personnel resources will be reported
t hrough appropriate charnels for recruitnent assistance. (See tab 7.)

b. Installation activities responsible for establishing a counterpart at
the satellite shall identify cadre positions and designate cadre personnel to
fill all cadre positions. Staffing needs that cannot be net frominstallation

or local civilian personnel resources will be reported through appropriate
channels for recruitnent assistance. (See tab 8.)

c. The Gvilian Personnel Oficer will determne the facilities, equipnent,
and supplies needed for the satellite CPO. The CPO shall coordinate with heads
of other functional departnents and other officials as appropriate to ensure
their availability, and naintain appropriate docunentati on. (See tab 9.)



11. Staffing.

a. Gener al .

(1) Mbilization will require a large-scale staffing effort to fill
wartinme authorized positions not contained in peacetine authorizations. It
wll also require effort to fill positions that wll be vacated by mlitary
reservists and/or retired mlitary nmenbers subject to inductees recall during
mobi | i zation. Activation of the satellite (where applicable) wll require
installation personnel to serve as cadre nenbers to staff satellite activities
until permanent personnel can be obtai ned.

(2) Imrediately upon an attack on the United States, or in a national
ener gency declared by Congress or the President, the career-conditional
appoi ntment system wi ||l be suspended and replaced by an energency indefinite
appoi ntment system  The characteristics of enmergency indefinite appointnents
are listed in FPM Suppl enent 910-1, Book ||, Subchapter S300- 3.

(3) At the sane tine as the suspension of the career-conditional
appoi ntnent system regulatory changes (standby regul ations and authorities)
affecting enploynment and retention will become effective. These changes will
speed up the recruitnent and placenent process. They are discussed in detail
i n FPM Suppl enent 910-1, Book I, Chapter 30.

b. Prenvobilization planning actions.

(1) Develop a nobilization staffing plan covering all staffing needs
identified in subparagraph 11.a. (1) above. The following principles will be
observed in devel opi ng the plan. (See Tab 10.)

(a) Make maxi mum use of in-service personnel as a primary source
w th special enphasis on incunbents of positions that will becone excess on
| npl enentation of wartine authorizations.

(b) Categorize wartine authorization positions by priority of fill
(that is, MDay through M+9 days; M-10O through M+29; M+30 t hrough M+59 days;
M+60 through M+89 days, and M+90 t hrough M+119 days), and indicate whether
they are sensitive or nonsensitive. Coordinate wth heads of activities having
the sane kinds of positions to fill, to establish priority order for assignment

of persons when there are not enough qualified persons available to fill all
positions at once.

(c) List specific staffing needs by title, series and grade, and
I ncl ude recruitnment sources and strategies.

(d) Review and update the plan annually, or whenever major changes

occur in the nunber or types of positions covered by the plan, or in recruitnent
sour ces.

(e) Develop a separate plan for the satellite (where applicable).

(f) Report staffing needs that are not likely to be net fromthe
local | abor market through appropriate channels for recruitnent assistance.
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(2) Prepare a list of local recruitment resources and points of contact
(name, address, and telephone nunber). The list should include (but not limted
to) schools and colleges, training facilities, local industries, specialized
trade and craft unions, special interest organizations (such as clubs, churches,
fraternities/sororities , State vocational rehabilitation offices, veterans
groups, mnority and wonen’s organizations). (See tab 11.)

(3) Conduct an annual analysis of the local [abor market to determ ne
capabilities and shortfalls. This should include nmeetings with officials of
OPM area offices, local public enployment offices, and other recruitment sources
identified in the nobilization staffing plan. (See tab 12.)

(4) ldentify potential sources of recruitnment conpetition from other
DoD agencies or defense industries. Establish an inter-Service comiittee, if
needed, to resolve conflicting requirenents and priorities anong conpeting DoD
activities .

(5) Arrange for energency recruitnent services by the U S Enpl oynent
Service, and prepare standby job orders. (See Tab 13.)

(6) Determ ne the nunber of enployees needed to carry out the
recrui tment function during the nobilization enploynent surge period.
Pre-establish recruitnment teans for activation when needed. Teans will be
staffed as nuch as possible by CPO enpl oyees; however, non-CPO enpl oyees may

al so be designated. Identify the organization that each teamw |l serve.
Teanms will also be designated to recruit on-site at |ocal public enploynent
of fices, schools, and at other conmmunity sources of manpower. (See tab 14.)

(7) ldentify primary, secondary, and third level skills of current
enpl oyees. Be prepared to assign themto higher priority positions or to
positions requiring a scarce skill. (See Feb 15.)

(8) Prepare a list (organization, address, and point of contact) of
conmuni cations nedia (radio and television stations, and newspapers) that w ||
publicize installation job opportunities during an energency. (See tab 16).

(9) ldentify vacancies that can be filled by retraining current
enpl oyees. (See tab 10.)

(10) Make maxi mum use of retired federal civilian enployees, reenploy-
ment eligibles, mlitary retirees not otherw se assigned and civilian and
mlitary famly nenbers with useful skills and who express a desire to fill a
mobi | i zation position in the commuting area as recruitnment sources.

(See tab 17.)

(11) Fully use excepted appoi ntnment authorities (such as Veterans’
Readj ust ment Appoi nt mrent (VRA), severely handi capped, and worker trainee)
for filling vacancies caused by call-up of reservists and mlitary retirees
before inplenenting the Emergency Indefinite appoi ntnment system (See tab 18.)

(12) Request authority to expand |ocal exam ning authority as necessary
to expedite recruitnment actions. (See tab 19.)

(13) Request OPM to nodify qualification standards for hard to fill
wartime positions that cannot be reengi neered. (See tab 20.)
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(14) ldentify for suspension in an energency those provisions of
negoti ated | abor agreenents that may hinder or preclude staffing actions in
support of nobilization. (See tab 21.)

(15) Project the characteristics of the potential |abor force to
i dentify significant problens that may hinder enploynent (such as lack of child
care facilities, housing, and transportation), and coordinate with staff
officials to ensure appropriate contingency planning action. (See tab 22.)

(16) Coordinate with [ocal officials of Departnent of Labor, Ofice of
Personnel Managenment, and the Federal Energency Managenment Agency. This will
ensure establishnent of recruitment priorities consistent with installation
needs . (See tab 23.)

(17) Coordinate with nonappropriated fund instrunentality (NAFI) nmanagers
to identify nonappropriated fund (NAF) enpl oyee expansion requirenments and

excess personnel for reassignment. Develop a NAFI nobilization staffing plan
i f needed. (See tab 24.)

(18) Develop an information sheet for use by recruitnent team nenbers
in informng applicants about Energency Indefinite appointnments, and in orienting
new enpl oyees on benefits and conditions of enploynent. (See tab 25.)

(19) Provide annual training to recruitment team nenbers on their
mobi | i zation responsibilities. (See tab 26.)

(20) Establish and maintain a special file for correspondence pertaining
to enpl oyees serving overseas without return rights who desire placenent at this
installation in the event of evacuation to CONUS. Qualification deterninations
will be made, and those individuals will be slotted for possible assignnent to
appropriate positions. (See tab 27.)

(21) Develop a post-nobilization pronotion and placenent plan.

c. Post-nobilization actions.
(1) Activate nobilization recruitment teans.
(2) Inplement nobilization staffing plan.

(a) Positions that cannot be filled as proposed in the nobiliza-
tion staffing plan will be filled by the nost expeditious nmeans avail abl e.

(b) Positions that cannot be filled through efforts by the |ocal
CPOwW Il be referred to appropriate authorities for recruitnment assistance.

(3) Route newly selected enployees for processing to (building and
room nunber).

(4) Contact pertinent Federal, State, and |local agencies for enpl oyment
assi st ance.
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(5) Occupants of excess positions for whom suitable positions cannot
be located will be referred for or offered enpl oynent el sewhere in the follow ng
or der:

(a) Oher Service/DoD activities in the commuting area.
(b) Hi gher headquarters for redistribution.

(c) OPM for assignnent to other agencies.

(d) U S. Enploynent Service.

12. Techni cal services

a. Ceneral. (See paragraph 11.a. above.)
b. Prenobilization planning actions.

(1) Determ ne the nunber of enployees needed to process personnel
actions during the nobilization enploynent surge period. Processing teans
w || be preestablished for activation when needed. Teanms will be staffed to
t he maxi mum extent from anong CPO personnel. Report team staffing needs that
cannot be net fromlocal resources to appropriate authorities for assistance.
(See tab 28.)

(2) Ensure that designated processing team nenbers are trained and
famliar with their nobilization responsibilities. (See tab 29.)

(3) Devel op step-by-step procedures for in-processing enployees.
(See tab 30.)

(4) Be prepared to get fromcivilian personnel data bases a current
listing of potential early inductees (ages 18-20), reservists, and mlitary
retirees subject to call-up. This information should be provided to recruiting
personnel and pertinent nanagers for planning and nobilization exercise purposes.
(See tab 31.)

(5 Mintain a list of retired Federal civilian enployees and reenpl oy-
ment eligibles in the commuting area for use as a recruitnent source. Basic
data are available fromthe Defense Manpower Data Center (DMDC). (See tab 32.)

(6) Develop and maintain a list of retired mlitary personnel not
likely to be recalled in the conmuting area for use as a recruitnent source.
Basic data are available from DMDC.

(7) Develop and maintain a list of famly nenbers of DoD enpl oyees,
active duty and retired mlitary with useful skills and who express a desire
to fill a nobilization position as a recruitnment source.

(8) Overseas CPOS will identify the CONUS activities where enployees
serving overseas without return rights will be assigned in the event of evacua-
tion. Overseas CPOS will provide enployees’ nanmes to the respective CONUS CPOs.
(See tab 33.)
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(9) Keep on hand enough CPO supplies and forns identified in
appendi x. (See tab 34.)

(10) Survey at l|east annually the status of enployees in Reserve
Components, mlitary retirees, and potential early inductees. Use the data
obtained to update civilian personnel records. (See tab 35.)

(11) Ensure that persons selected for an Energency-Essential position
overseas sign an agreenment to remain in the event of hostilities or nobilization

until relieved by proper authority. Persons who refuse to sign will not be
appoi nt ed. (See tab 36.)

(12) Maintain a separate set of regulations for the satellite.
(See tab 37.)

c. Post-nobilization actions.
(1) Activate processing teans.

(2) Issue and control authorization for energency evacuation advance
and al | ot nent paynent.

(3) Omt enployee in-processing steps when necessary to permt tinmely
reporting of new enployees for duty. As a mnimum record the enployee’ s nane
on the SF 52, administer the oath of office, and have the enpl oyee sign the
appoi ntment affidavit. Plans will be nmade for supervisors and nmanagers at
renote work sites to admnister the oath and mail the appointnent affidavit to

the CPO. Conplete the onitted steps in processing at the earliest possible
time .

13.  Posi tion managenent

a. Gener al

(1) During nobilization the recruitnent sources identified in the
mobi | i zation staffing plan for specific wartine positions may not produce the
quantity and quality of eligible candi dates expected. This wll require the
re-engi neering of jobs to help recruitnent and advi si ng nmanagenent on organi za-
tional changes that w Il support mssion acconplishment with avail abl e personnel
resources .

(2) On attack or declaration of a national emergency, routine position
classification audits, biennial surveys, issuance of standards, and classifica-
tion appeal requirements wll be suspended.

b. Prenobilization planning actions.

(1) Ensure the preparation of job descriptions for all expansion
requi renents on wartine authorization docunents.

(2) Participate with Conptroller, manpower/ managenment division (or

conparable office), and activity nmanagers in preparation of wartinme authoriza-
tion documents. Coordinate with recruitnment and placenent branch and activity
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managers to establish strict civilian position structures using job engineering
to the maxi mum extent possible to reduce the need for additional staffing for
scarce skills.

(3) Review wartinme positions for appropriate civilian title series
and grade. (See tab 38.)

(4) Review wartime mlitary positions in coordination with manpower
officials and annotate those that could be changed to civilian positions if
the need ari ses. (See tab 39.)

(5 Maintain a file of nobilization job descriptions. (See tab 40.)

(6) Determne title, series, and grade of any NAF expansi on requirenents.
(See tab 41.)

(7) Maintain an extra set of job classification standards and regul a-
tions . (See tab 42.)

(8) Maintain a copy of current wage rate schedules for the satellite.
(See tab 43.)

c. Postnobilization actions.
(1) Cancel scheduled classification surveys and position audits.

(2) Determine title, series, and grade of new positions not previously
classified.

(3) Resolve job evaluation appeals.

(4) Advise managers of organization adjustnents needed to best use
avail abl e resources, and assist in further reengineering of positions to neet
installati on needs as necessary.

14, Training

a. General. Workforce expansion and realignnents will require extensive
training of newy hired and current enployees to assune new or additional
mobi l'i zation duties. Positions requiring scarce skills wll be restructured
t hrough job engineering where feasible to sinplify and expedite recruitnent
and training.

b. Prenobilization planning actions.

(1) Develop a training plan that will ensure adequate training of
enpl oyees to be hired for work force expansion purposes, and of current enpl oyees
designated to assune new or additional duties in the event of nobilization.
Coordi nate with managers, supervisors, classification specialists, and
staffing specialists to identify training needs and devel op training plans.
The plans will include a statenent of the know edges, skills, and abilities to



be devel oped; the equipnent, machines, and materials to be used; the instruc-
tional nmethods and training schedules to be followed; identification of

i nstructors who wll conduct the training; and the identification of on and
of f post training facilities to be used. (See tab 44.)

(2) Review individual and group training plans each year or on change
of mssion to ensure they are adequate to develop required skills and that
training facilities and materials are avail abl e. (See tab 45.)

(3) Conduct or arrange training for current enployees to ensure the
skills , know edge, and abilities needed to perform nobilization assignnents
are kept up to date. (See tab 46.)

[4) Provide training in standard Red Cross first aid energency nedical
treatment procedures and cardiopul nonary resuscitation (CPR) techniques to at
| east 10 percent of the civilian work force. Sources for |ocal assistance in
pl anni ng and conducting such training include local offices of the American
Red Cross, Anerican Heart Association, mlitary hospitals, comunity nedi cal
facilities, fire departnments, and rescue |eagues. (See tab 47.)

(5) Maintain lists of the skills for which orientation and skills
training may need to be conducted. (See tab 48.)

(6) Ensure that sufficient on and off installation training facilities
are avail able to accommodat e expanded training requirenents. (See tab 49.)

(7) ldentify and appoint well qualified instructors and apprise them
of their responsibilities. Provide instructor training where there is a
shortage of qualified instructors. (See tab 50.)

c. Postnobilization actions. These actions are to inplenent and coordinate
the training plan.

15.  Enpl oyee Rel ations

a. Gener al

(1) During general war, mssion requirenents nmay preclude the pro-
cessing of negotiated grievances within prescribed tine franes.

(2) Prior consultation or negotiation with union nmay not be possible
due to conditions requiring i medi ate energency action. Under 5 USC 7106,
conmanders may take actions necessary to carry out the agency m ssion during
an enmergency and later neet their obligations to consult or negotiate on
procedures under 5 USC 7106.

b. Prenobilization planning actions.
(1) Ensure that l|abor union officials are provided a copy of the
installation civilian personnel nobilization plan, and that they understand

the way civilian personnel adm nistration will be carried out under the various
phases of nobilization. (See tab 51.)
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(2) Determ ne union contract provisions that may need to be suspended
to hel p acconplish the mission, and prepare adequate justification. This wll
be done in coordination with other CPO branches. (See tab 52.)

c. Postnobilization actions.

(1) Assist nmanagenent in day-to-day relations wth enpl oyees organiza-
tions to help provide a positive work atnosphere |eading to optinum productivity
and enpl oyee satisfaction.

(2) Maintain constructive and cooperative relationships with unions to
the fullest extent possible. Enlist the support and assistance of union
officials in actions to inprove production and service, and to pronote the full
use of manpower resources during an emergency.

(3) Keep union officials fully informed of emergency condition, and
situations as they evolve.

(4) Make every effort to resolve problens at the | owest organizational
| evel .
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